A  common  sense  project  described  by  a  self-starter,  impressed  our 
"Using  Your  Initiative"  contest  judges  most  favorably.  The  winner 
is  Miss  Lillian  P.  Goodman,  secretary  in  the  engineering  depart¬ 
ment  at  Lebanon  Steel  Foundry,  Lebanon,  Pennsylvania.  She  will 
receive  the  prize,  a  gold-filled  "From  Nine  to  Five"  pin.  .  Printed 
below.  Miss  Goodman's  entry  outlines  a  way  of  providing  extra 
service  to  both  boss  and  co-workers: 


Tailormade  Desk  Manual 


During  World  War  II,  I  worked  abroad  as  secretary  to  the  manager 
of  a  bank.  During  my  vacation  trips  home,  my  replacement  would 
have  been  lost  without  a  Secretarial  Desk  Manual,  which  was 
prepared  for  just  such  occasions.  It  was  far  easier  to  consult  the 
manual  than  to  cable  "Where?"  or  "How?" 


Whenever  I  begin  a  new  job,  I  start  assembling  notes  on  the  job 
content  and  eventually  write  a  manual.  This  is  truly  my  desk 
"bible" — and  anyone  called  upon  to  fill  in  while  I  am  absent  is 
able  to  work  far  more  capably  by  using  it. 

Not  only  does  the  manual  spell  out  secretarial  duties,  but  it  also 
tells  at  a  glance  who's  who  in  the  organization;  correspondence 
methods;  filing  procedures;  office  machines,  eguipment,  and  sup¬ 
plies;  and  a  host  of  general  information  second-nature  to  the  person 
acguainted  with  the  routine,  but  a  maze  of  confusion  to  a  newcomer. 

I  have  never  been  asked  or  reguired  to  write  such  a  manual.  How¬ 
ever,  to  hear  a  word  of  appreciation  from  a  secretary  who  is  flound¬ 
ering  around  in  her  first  days  on  a  new  job,  is  indeed  gratifying. 

Apart  from  benefiting  her,  the  manual  makes  the  boss  its  ultimate 
beneficiary.  He  needs  a  smooth-running  office.  The  book  simplifies 
that  breaking-in  period  of  a  new  girl  after  he  has  been  accustomed 
to  the  same  secretary  for  a  long  time. 

— Lillian  P.  Goodman 


(or  thereabouts!) 


CopyriKht,  1961 
The  Dartnell  Corporation 


] 


Twelve  Ways  to  Whittle  Telephone  Bills 

Did  you  ever  wonder  what  your  company's  tele¬ 
phone  bill  amounts  to?  Allis-Chalmers  Manufacturing 
Co.  recently  reported  that  its  total  telecommunica¬ 
tions  bill  runs  ateut  $200,000  a  month.  This  example 
shows  why  so  many  firms  scrutinize  telephone  costs. 
In  our  survey  on  expense  control,  telephone  usage 
ranked  second  among  the  areas  considered. 

Readers  Panel  members  suggested  a  number  of 
ways  to  cut  telephone  bills.  You  may  be  doing  most 
of  these  things,  but  there  may  be  a  new  idea  or  one 
that  has  been  forgotten  among  them: 

1.  Answer  the  telephone  promptly.  This  is  a  time 
and  money  saver. 

2.  Make  notes  of  the  caller's  name  and  firm,  to 
avoid  asking  for  this  information  again. 

3.  Concentrate,  so  that  you'll  grasp  guickly  what 
the  caller  wants. 

4.  Speak  clearly  and  distinctly  to  avoid  having  to 
repeat. 

5.  Leave  office  lines  free  for  business.  "Busy  lines 
are  dollars  lost  from  paying  customers."  If  a  personal 
call  is  necessary,  make  it  brief. 

6.  Get  material  in  on  time  to  avoid  the  need  for 
long-distance  calls  (or  extra  postage  or  telegrams). 

7.  Don't  waste  long-distance  calls.  Some  could  be 
shortened  or  eliminated  if  other  means  of  communi¬ 
cation  were  used. 

8.  When  placing  long-distance  calls,  make  them 
person-to-person . 

9.  If  a  toll  call  is  necessary,  list  all  items  to  discuss 
so  the  conversation  may  be  handled  speedily. 

10.  Have  all  the  information  before  making  a  long¬ 
distance  call.  "Too  often,  calls  are  placed  without 
complete  data,  ijecessitating  further  calls  to  fill  in 
details." 

11.  Keep  a  log  of  long-distance  calls.  Indicate  date, 
person  making  call,  party  called,  city,  and  number. 
When  your  phone  bill  arrives,  you  can  be  sure  that 
you  aren't  k^ing  charged  for  another  department's 
calls. 

12.  Instruct  newcomers  on  how  to  take  a  "leave 
word."  The  calling  party  pays  for  the  call  when  it  is 
returned.  "Several  new  girls  would  take  only  the 
party's  name  and  number,  but  no  operator's  number, 
and  would  replace  the  call  as  if  we  were  originating 
it." 

One  reader's  word  to  the  wise:  "Don't  be  penny¬ 
wise  and  pound-foolish.  If  a  toll  call  will  save  expense 
and  hard  feelings  in  the  long  run,  it  will  pay  for  itself." 


There’s  One  in  Every  Office — 

Stella,  the  Showman 

Stella  makes  a  big  production  out  of  office  work. 
She  has  the  knack  of  appearing  three  times  as  busy 
as  anyone  else.  The  one-character  drama  unfolds 
like  this: 

Act  I 

With  an  uncanny  sense  of  timing,  Stella  arrives 
two  minutes  ahead  of  anybody  else.  She  whisks  the 
cover  off  her  typewriter,  inserts  a  letterhead,  and  puts 
everything  in  her  desk  on  top.  Then  she  dials  the 
weather-information  number  and  is  listening  and 
taking  notes  when  the  rest  arrive.  Her  pet  line  is, 
"You  have  to  start  early  if  you  don't  have  an  assistant!" 

Act  II 

Stella  arranges  a  carload  of  supplies  on  her  desk, 
removes  a  batch  of  forms  periodically  and  shoves 
them  into  a  drawer.  She  makes  a  list  of  projects,  which 
she  consults  briskly  if  you  ask  her  for  help:  "Will  a 
week  from  Tuesday  be  all  right?" 

She  uses  a  telephone  holder,  and  shuffles  through 
papers  all  the  while  she's  talking.  After  weeding  the 
files,  she  leaves  boxes  of  discarded  material  in  view 
for  several  days. 

Act  III 

When  Stella  presents  finished  work  to  her  boss,  she 
practically  ties  it  with  ribbons:  "These  21  letters  are 
ready  for  your  signature,  Mr.  Z."  (You  can  almost 
hear  trumpet  fanfare.) 

Every  time  she  has  to  go  to  another  department, 
Stella  puts  a  pencil  behind  each  ear,  carries  a  big 
clipboard,  and  charges  ahead  like  the  Queen  Mary. 
She  sometimes  runs  for  added  effect. 

At  closing  time,  Stella  bangs  at  her  typewriter  furi¬ 
ously — until  the  last  heel  click  fades.  Then  she  high¬ 
tails  it  for  the  bus. 

Encore 

Stella  gives  a  stellar  performance  whenever  she 
has  a  slight  cold.  She  plops  a  box  of  Kleenex  on  her 
desk,  lines  up  a  row  of  medicine  bottles,  and  smiles 
bravely  between  gasps  and  sniffles.  At  two  o'clock, 
she  limps  into  her  boss's  office  and  asks  plaintively, 
"Is  it  all  right  if  I  go  to  lunch  now?" 


What  is  the  audience  reaction?  Some  co-workers 
just  relax  and  enjoy  the  free  show.  One  woman  is 
tempted  to  give  her  a  miniature  Oscar.  When  Stella 
sighs  that  she  typed  21  letters  today,  a  fellow  em¬ 
ployee  retorts,  "I  did  that  many  this  morning — before 
coffee  break." 

Most  gals  hope  that  a  talent  scout  will  discover 
Stella  and  book  the  actress  for  a  world  tour. 


)t  wiser  today  than  he  was  yesteiday.-/«r»u<M»  jiHou* 


The  Calf  Path 

(or  “We’ve  Always  Done  It  This  Way”) 

One  day  through  the  primeval  wood 
A  calf  walked  home  as  good  calves  should; 

But  made  a  trail  all  bent  askew, 

A  crooked  trail  as  calves  all  do. 

Since  then,  three  hundred  years  have  fled. 

And  I  infer  the  calf  is  dead. 

But  still  he  left  behind  his  trail. 

And  thereby  hangs  my  moral  tale. 

The  trail  was  taken  up  next  day 
By  a  lone  dog  that  passed  that  way; 

And  then  a  wise  bellwether  sheep 
Pursued  the  trail  o'er  vale  and  steep 
And  drew  the  flock  behind  him,  too. 

As  good  bellwethers  always  do. 

And  from  that  day,  o'er  hill  and  glade 
Through  these  old  woods  a  path  was  made 
And  many  men  wound  in  and  out. 

And  dodged  and  turned  and  bent  about. 

And  uttered  words  of  righteous  wrath 
Because  'twas  such  a  crooked  path; 

But  still  they  followed  (do  not  laugh) 

The  first  migrations  of  that  calf. 

This  forest  path  became  a  lane. 

That  bent  and  turned  and  turned  again. 


FROM  NINE  TO  FIVE 


By  Jo  Fischer 


BLlrf 


“I  worked  like  a  beaver  today  but  it  was  all  wasted. 
The  boss  forgot  his  glasses  and  couldn't  see  me." 


This  crooked  lane  became  a  road 
Where  many  a  poor  horse  with  his  load 

Toiled  on  beneath  the  burning  sun 
And  traveled  some  three  miles  in  one. 

And  thus  a  century  and  a  half 
They  trod  the  footsteps  of  that  calf. 

The  years  passed  on  in  swiftness  fleet; 

The  road  became  a  village  street; 

And  this,  before  men  were  aware, 

A  city's  crowded  thoroughfare. 

And  soon  the  central  street  was  this 
Of  a  renowned  metropolis, 

A.nd  men  two  centuries  and  a  half 
Trod  in  the  footsteps  of  that  calf. 

A  hundred-thousand  men  were  led 
By  one  calf  near  three  centuries  dead. 

For  men  are  prone  to  go  it  blind 
Along  the  calf  paths  of  the  mind 

And  work  away  from  sun  to  sun 
To  do  what  other  men  have  done. 

They  follow  in  the  beaten  track. 

And  out  and  in,  and  forth  and  back. 

And  still  their  devious  course  pursue. 

To  keep  the  path  that  others  do. 

They  keep  the  path  a  sacred  groove 
Adong  which  all  their  lives  they  move. 

But  how  the  wise  old  wood  gods  laugh 
Who  saw  the  first  primeval  calf! 

— Author  Unknown 

Published  in  "Girl  Friday  Presents,''  bulletin  of 
Roanoke  Rapids  Chapter,  NSA,  Roanoke  Rapids, 
North  Carolina. 

Secretaries  on  the  Spot 

When  The  National  Secretaries  Association  (Inter¬ 
national)  asked  its  22,000  members  to  submit  case 
histories  for  a  book,  the  replies  fell  into  a  hundred 
types  of  sticky  office  situations.  The  problems  and  the 
way  secretaries  solved  them  make  up  a  new  book, 
"Secretaries  on  the  Spot.'' 

Cases  vary  from  how  to  file  office  forms  numerically 
and  still  separate  those  for  different  departments,  to 
handling  a  fearful  worker  who  tries  to  sabotage  a 
new  employee  and  how  to  discourage  the  office  wolf. 
Questions  for  discussion  and  one  solution  are  offered 
for  each  problem., 

Available  from  NSA,  1103  Grand  Avenue,  Kansas 
City  6,  Missouri,  the  book  covers:  (1)  The  secretary 
herself;  (2)  the  new  job;  (3)  human  relations;  (4)  com¬ 
munications;  (5)  office  records;  (6)  office  organiza¬ 
tion;  (7)  secretarial  duties;  and  (8)  special  situations. 
Price  is  $2.25  to  nonmembers,  $1.75  to  members. 


The  Mailbag 

Under  the  Wire 

What  makes  men  wait  until  one  hour  or  less  before 
quitting  time  to  give  you  all  the  day's  dictation? — AJ. 

Meetings  and  constant  interruptions  throw  some 
men  off  schedule.  Others  do  not  realize  what  time  it 
is,  and  some  procrastinate  because  they  don't  like 
to  dictate. 

A  secretary  can  keep  her  boss  free  from  interrup¬ 
tions  by  handling  routine  requests  or  tactfully  explain¬ 
ing  that  the  boss  is  busy  and  will  attend  to  the  matter 
later. 

One  stenographer  suggests  mentioning  that  you 
are  caught  up  and  ready  for  dictation,  if  the  dictator 
is.  Another  woman  facetiously  advises  putting  on 
your  hat  at  three  o'clock  to  remind  the  boss  that  it  is 
getting  late. 

Since  many  men  do  not  realize  that  it  takes  twice 
as  long  to  transcribe  as  to  take  dictation,  it  might 
pay  to  have  a  talk  with  the  dictator.  You  might  men¬ 
tion  that  last-minute  rushing  leads  to  errors  and 
oversights,  which  could  be  caught  and  corrected  if 
you  had  more  time. 

If  the  situation  doesn't  improve,  do  your  other  work 
first.  Then  get  your  notebook,  stationery,  carbon, 
envelopes,  and  stamps  ready,  to  be  prepared  for 
last-minute  dictation  and  transcription. 

Leg  Show 

Your  tips  on  proper  office  dress  were  excellent,  but 
a  few  words  should  be  said  about  sitting  with  one's 
skirt  four  inches  above  the  knee,  whether  the  skirt  be 
straight  or  full.  This  practice  certainly  is  not  in  good 
taste;  it  is  quite  disgusting. — R.  S. 

Are  Tests  Too  Long? 

Why  do  Government  agencies  give  typing  tests 
which  are  ten  minutes  long?  That  may  sound  like  a 
matter  of  seconds,  but  the  period  seems  to  double 
during  a  test  even  for  an  experienced  typist.  There  is 
a  tendency  to  tire  and,  therefore,  more  errors  are 
made.  This  is  a  common  complaint  among  many 


typists.  Don't  you  think  that  five  minutes  is  sufficient 
for  a  typing  exam? 


A  test  is  necessary  for  a  beginner  or  one  just  out 
of  business  school,  but  why  do  business  firms  test 
typists  with  five  or  more  years  of  excellent  skill  and 
references  to  prove  it?  In  the  latter  case,  don't  you 
think  this  is  a  waste  of  company  time? — N.  B. 


I  agree  with  you  that  tests  are  an  ordeal  for  most 
people.  However,  if  employers  did  not  give  tests, 
anyone  could  exaggerate  her  typing  speed.  A  test 
confirms  your  rate  with  "proof  positive.''  Some  em¬ 
ployers  prefer  a  ten-minute  test  to  determine  sustained 
speed,  accuracy,  and  stamina.  Once  hired,  the  woman 
may  be  typing  steadily  for  almost  eight  hours  a  day. 


Incidentally,  beginners  usually  know  their  speed, 
because  they  have  taken  many  tests  in  school.  The 
experienced  girl  may  not  know  her  current  rate;  it 
may  be  better  than  she  thought. 


Gum  Snapping  in  the  Office 

Your  article  on  "Gum-Chewing  Gussie"  was  very 
interesting  and  informative.  However,  there  are  still 
a  few  girls  in  our  office  who  obviously  did  not  read 
it  carefully.  We  realize  this  is  a  very  irritating  habit, 
and  although  we've  tried  to  ignore  it,  we  find  it  very 
difficult  to  concentrate  with  this  constant  annoyance. 


Would  it  be  possible  to  reprint  this  article  for  the 
benefit  of  our  co-workers?  We  are  hoping  that  it  will 
do  the  trick,  and  that  everyone  will  sit  up  and  take 
notice.  We  will  appreciate  it  very  much  if  you  will 
help  us  out. — H.  R.  and  A.  J. 


Space  limits  prevent  reprinting  the  article,  but  your 
letter  should  remind  any  offender  that  good  taste  and 
consideration  for  others  dictate  that  no  one  should 
chew  gum  at  work. 


Sincerely, 

Marilyn  French,  Editor 


QUANTITIES  OF  THIS  BULLETIN  ARE  AVAILABLE  FOR  DISTRIBUTION  TO  YOUR  OFnCE  WOMEN, 
AT  SPECIAL  RATES.  WRITE  TO  DARTNELL  FOR  DETAILS. 


